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System Requirements

Adobe Acrobat Reader (Free Download)

Internet Explorer 5.0 or greater

Jnitiator file provided by DOE, if you need an updated Jinit please contact the help-desk for
assistance. Once thisis loaded onto your computer al future access to DOE Oracle Applications
will be permitted.

NOTE: If you areaMac user, you will not need to click on the .exe file provided you are using
aMac 0OS9.0.4 or 9.1 as an operating system. Please do not click on the .exefile, asit may
interfere with your system. If you are not able to log into the application, please call our Help-
Line.

Starting the Application

Windows open Internet Browser. Please note there is an underscore between FSC PSL_CLC

https://wave.ed.state.vt.us:4459/forms90/f90servlet?config=FSC PSL CLC

Mac users open Internet Browser Please note there are two underscores FSC PSL_CLC_MAC

https://wave.ed.state.vt.us:4459/f orms90/f90serviet?config=FSC PSL CLC MAC

Login to the program using the User Name and Password sent to you. The Username and
Password are case sensitive.

Technical Support
Call (802) 828-3777 for assistance with the data entry application.
Due Date

Please submit completed data to the DMAT by November 7, 2008.
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Main Menu Options

Organization Information
Enter/Edit Profile - This button allows you to edit the information about your school.

Student Information
Enter/Edit Data - This button lets you add new students or edit existing student records.

Reports
Reports Menu — This feature will create areport of all student records in the application.
The reports are as follows:
- Act 150 Student List
Census Signature Page
Home-study Students by Town of Residence and Grade
List of Students Directly Certified to Participate in the School Lunch Program by
School and Grade
Preliminary October 1 Enrollment Report, Grade, Race, Ethnicity and Gender
Students by National School Lunch Eligibility
Students listed by Service Status, section 504 and ESS
Students by Town of Residence, ADM type and Grade

The Preliminary October 1 Student Enrollment report is a count of students in aggregate.
This report is generated from the data entered in the Student Census Fall Update and is
provided as areference only.

Contact Information
Enter/Edit Contact Information — To enter your schools contact personnel, select this

button.

Export Data
Export Student Data option lets you export data in an Excel format.

Data Submission
Review Data Submission Checklist — This button takes you to the Student Census data

submission checklist.

Submit Data to DOE - Click this button submit datato DOE, once this button is pushed
and submission message appears your data is locked and unable to accept any additional
edits. If you must revise submitted data please call DOE @ 828-3777, and we will unlock
you datafile.

Exit Application
Exit - This button lets you exit the application and the data will be saved before exiting.
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USING THE MAIN MENU OPTIONS

oot |

Due: Nbvember 7, 2008
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USING THE ENTER/EDIT PROFILE

@y Department of Education

Eile

CABOT SCHOOL |

PO BOX 98 25 COMMON ROAD

Chor

A02-563-2289 (802)-563-2022

 PRINCPAL NFO

- - Post
Title  First Mame Micldle: hame Aritial Last hame rame.
M= [REGINA. | 1aUNN |
Same As Organization’s Mailing Address v Same As Organization's Physical Address W
Mailing Address Physical Address
Street!
"% [ro BoY 98 Strast (25 COMMON ROAD
PO Box -
ChtyiTown |CABOT City/Town (CABOT
State WT Zip Code |DSB4? State WT Zip Cocle I0554?

Email Address |fmellaci@cabotschool._org

Make sure that all of the Organizational Information is correct for your school.

You will be required to enter information before proceeding to the student data.

Select File and return to main menu to return to the main menu page.
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USING THE ENTER/EDIT STUDENT RECORDS

£ VT Department of Education |Z||EH

"mFall Public Studen
File ort tion

IR Y

PS337 'WHEELER SCHOOL

b fpeese 1  pmr | |

GRADE/COHORT INFO

Grade Repor{'éd'.ju.ly.iﬂﬂﬁ
{ 04 - Fourth Grace ]
Blegin Date Endd Diate First Year Student entered Sth Grade (YY)
|ngrz7 12008 {

Cunen rae 1 Diferert fam sove)

| : ] NCLBA St Grads Gohart Year
b 4

- Begin Date: End Date

Use this screen to add/edit student records. Select option from top toolbar.

NOTE: Record changes are automatically saved when you move to another record.

Sear ch -- This button lets you enter a student ID number or student name to search for students.
Sort — This button lets you sort by last name, grade or student ID.

Add Record(s) — This button lets you enter a new student.

Please reference data reporting instructions for descriptions of data elements.

To return to the main menu you must select File, then Return to Main Menu.
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USING THE ENTER/EDIT CONTACT INFORMATION

ST Department of Education
"@Fall Public 5

File Edit Searc avigation

a
B

a3

PE073  §COLCHESTER MIDOLE SCHOOL
i

o o

Enter in the contact information for each of the different roles listed above.

If the same person is the contact for multiple roles, enter their name in each area that they are the
contact.
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EXPORT STUDENT DATA

B VT pepariment of Fducation
..'|.'J|-I FubliFSmdericersus FSEIT, WiHESLEF

File

Due:. Movember T, 2008

You will get a message stating this may take a few moments, click ok.

o
7

File Download [E]

a2 Some files can harm pour computer. I the file information below
a Inckz suzpicious, or wou do ot fully tust the source, do not open or
save thiz file.
File name: getjobid1913,xls
File type:  Microsaft Excel Worksheet

Frarm: doez40

would you like to open the file or zave it to your computer?

[ Open J‘ Save J[ Canicel J[ Murelnfn]

dlways ask before opening this twpe of file

Y ou may open or save your file to a specified location. Y our datawill remain in the program.
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REPORTS MENU

B v Deparimanl of Edocatian

CENgUS Tigrabae Pags

Poemer Shacly Shudents by Tovn o Risgidenoe snd O e

List o Shudents Divectly Cevifasd o Partcipals in the Seiool Lunch Program By School and Orsde |
Prebnady Conobed | Envalment Repod, (fade, Raze, Eiecly and Joids

Shodenis lbry Maboral Soress Lunch Biglly

Sadaily try Service Safue Sactun S08 ard FLE

Sudenty by Torwriof Repidercn, A0M Type, and Conce

Click on the Report button next to the description that you would like to view or print. These
reports are as follows:

Act 150 Student List

Census Signature Page

Home-study Students by Town of Residence and Grade

List of Students Directly Certified to Participate in the School Lunch Program by School
and Grade

Preliminary October 1 Enrollment Report, Grade, Race, Ethnicity and Gender

Students by National School Lunch Eligibility

Students listed by Service Status, section 504 and ESS

Students by Town of Residence, ADM type and Grade
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REVIEW DATA SUBMISSION CHECKLIST

Due: November 7, 2008

1. Data will be saved as it is entered, but will NOT be submitted to DOE until you press the "Submit
to DOE" button on the Main Menu.

2. Reparts provided in this application are provided for your information only and do not need to be
submitted to the DOE.

3. Once submitted data has been accepted by the DOE, it cannct be changed without contacting DOE
to reset your organization status. NOTE: Resetting will allow you to edit the data, but any new
data entered will overaite previously submitted information.

Please review the checklist for the Student Census data submission before attempting to submit
data.
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SUBMIT DATA TO DOE
Click on Submit Datato DOE.

Y our application will now cycle through the submission process, if you have any errors, or have
previously submitted your data you will not be able to proceed.

If you have any questions on this process, call DMAT at (802) 828-3777.

Vermont Student Census Fall Update for School Y ear 2008-2009: Online Software Instructions 10



